Unemployment Tax May 7, 2003

HINTS

Instructions for Internet File and Pay
5/7/03

for Unemployment Tax

Type your account number and PIN.
Press Enter or click on LOGIN.

UT account number is 7 digits.

UT password is either 5 or 7 digits.

You cannot file until the first day of the filing
period.

Read helpful information on this and all
screens.

Some fields are mandatory. If you click on Next
without completing mandatory fields, you will
see an error message.
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Depending on your status as a UT filer, the correct

displayed for you.

Click here to file and pay tax.
Click here to make a payment only.
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Enter the number of employees as of the 12th
of the month.

If you have questions, click on ? for help. /

NOTE: Tax rate is displayed.
Employees are displayed alphabetically by last
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name. You can sort them by SSN.
Enter gross wages for each employee.

Click here to delete an employee from your report. In the NEXT

reporting period the name will
Scroll down.

not appear on your report.
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- If you delete an employee, you must show 00
gross wages.

- If you list an employee, you must show wages.

- This application is not meant for reporting for
worker compensation.

At the bottom of the screen, click on Save and
Exit to return later to complete filing. Data will be
saved until the next quarter or until the report is
submitted.

Click on Delete Selected Employees to delete
employees from THIS report.

Click on Add New Employee to add names to the
report. There is no maximum number of names for
areport.

Click on Continue after all adds/deletes.
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TO SEARCH: Type an SSN or employee _—

name and click on Search for Employee to go to the page where the employee’s name is

-

listed.
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Fowe % L] If you click on Save and Exit, you will get a warning
Ju N — that filing is not complete until you see the screen
e with your confirmation number. When

;i e adding/updating employee names, omit punctuation
e (e.g., O'Sullivan should be listed as OSullivan.)
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If you click on Add New Employees, you will have the
opportunity to enter employee information.
Click on Continue or click on Save and Add More
New Employees.

ot i
m% artment of Revenue
Ri L"'ul[ ||:¥-'||'\-I FEXTERFRISE

Emgiuyer's Quarery Rspor o

cETT

I -EEn

far | | xm message.

Rl

Wi EWFLLIEE

e P T 4

E:JI‘; -'D?:m Ha-ﬂ*: Tu.r A i?-imif- ELETE e Expht e A i b e
BT b T R | TONTINIE

e | e o

Ik B TE1Bwke BTKD 1

it e ¢ .
e bt Rk e i If you add a new employee, that person will also be
Ui Mk Fimiad” o b oot i il v The el bk ol
e added to your report.

it

R el W (e If you enter a duplicate SSN, you will see an error




Unemployment Tax May 7, 2003

. . . . BE | Tmfae | Pt | M| GowWaps |
Review information on the report to be sure it is rBan BRI e T
CO rreCt . BWPLOTEE FOR 300w
|epLTYEE ¥E fle ]
|eLEE = LTa0m
Excess wages and tax are calculated for you. e ez o
[T i Fam
I I I
Ting Araas Bshed belaw hawe bees caiculated for
w Tt (e Wagee Fnd T (e
& W ponl B Qs Eoows of X000 pr Enpos i yer: The
e it haed ce vep B o T e e
et [VE o ST 00 e d
-1"-:&7:'5:@5:¢m-?m
» TDee
» Frady e
- - S ——— -y R ———— -Emnh =
e _ F | & Toid Ao D
P EWPLITEE THEE o L] i e F ) 0 P ey
SHETED (ENRLEE 1Ll 1N p )
» Tirtal Covmee W Piad Thie Qrudtey
w Wages yud ot Cfoorter 0 By of $000) per Bploger s e The
vaes o o basmd ooeepork B b T Mddperimendf) o
contact ah DB of BXELAE]-B08, nprad .
- Click on Back to Tax Return to make
» Timhle Wiges for thir Jearmy Changesl
L} ?iﬂ!i.‘
w TemakyToe
w Tberect e
« Trtd At [k
i iz g 3 e prpeees! wecemmry
+ Vet oo bave abeored
'I:I"..'ul{".lk:l:lnTuhu":J:.f:a:uéwsﬂ.u—..:;.‘;ﬁ'mwi_'lnu
pbia b Chack Pwachur: Chck " Sobomsd Wrpert Oadr” Fic pgmscd o cd BFT ool willbe bl
'lel
CEEE 3 o |
{Btctn TaRekm | Sabrat Repot k| ”% ﬁu‘ﬁa yr— E
ASE V14 SURE 501 WART 11 T TESTING EXTERPRISES
SUTIT THIE BEFORT WITEOUT
PAYENT? ryer's Quartery Report .o
s Dan | Pronsry Aber Drutn | Secons Fonaber
FeulILINI | MmN | 1o
TaxHna | 1
. . . ‘2o Micelh Fensber | 1 FE I ey | FILEIN1] 3
If you click on Submit Report Only, you will be o N e | 4
agked if you are sure you want to submit e
Fetam’ bt v make jorm. F pa ageve vith all alrabtioes, seiert
without making payment. Pt et el i
Click on No to make your payment. ot s ot s o s
Then click on Make Payment. L N L L
ool i) BMPLOTEE | (1§}
EERONT EMPLOREE |Fo E e i
TZHEATR EWPLOPEE L Eiman
ST BPLOFEE | e m
ST pRITEE [ T
(T3 5738 R TrFF Tl LNl .d

LR T



_Unemployment Tax  May 7, 2003

EEVENUE TESTN G ENTERFRISES

Empioyer's Quarterty Regort o

- Depz rtment of Revenue

Loindsynir] Comm it

e Bl
Marek 10 3004

S U VA N ——.

Agrldl XE) | ord 30,3005 B

Ert- Mowh Mamber | ©

TmBae 127

ol Wewth ke |

FE] Feamber  MI711

Il Mewk Nasbe

4

7 Chotk Bax fa use Bmbing Infoenation oo DU Fils

Type your phone number and e-mail

address.

To verify check information, click on

Verify.
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Click on the down arrow and click on a

settlement date to select it.
NOTE: The first date displayed will be the

next BANKING day. The Settlement Date
cannot be today and cannot be more than 30
days from today. Only bank days will display.

Type the name of the person authorized

to write checks for the account.

Enter your bank routing and account

numbers.

If your routing number is invalid, you will

receive a warning.

Scroll down.

Click on the check box to use banking

information you provided to DOR during
your last UT filing.

Scroll down.
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Review check information.
Check the authorization box.
Click on Continue.
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You will be warned that your transaction is
not yet complete.
Scroll down.

You will have another opportunity to review
filing and account information.
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You will see the Confirmation page.
Click here to print this page.
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Click on Submit Report and Payment Now
to complete the transaction. The check amount
will be debited on the settlement date.

Click on Back to Tax Return to make
changes. If changes are made, click on Submit
Report and Payment Now to authorize the
change in the electronic check.
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